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Computer Disaster—About 22 percent of 
America’s corporations with computer-oriented 
DP equipment don’t have contingency plans 
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Computers and Management—Although today 
an expensive plaything, computers will have a 
great impact in upcoming years; by Alan Hoff- 
bers, ‘peeping editor (EDPerspective, May, 
Pp. 78). 

Debugging Data Communications Buzzwords— 
Confusing digital technology terms are explained; 
by Norman M. Martin (June, p. 31). 

Demand Up In Europe—The services and soft- 
ware market is rising (Memo, Oct., p. 9). 

Dispersed Data Processing—Installing an ex- 
tensive dispersed data processing network in- 
creased the effectiveness of Ticor Mortgage In- 
surance Co. (S in A, Jan., p. 87). 

DP Labor Shortage—Serious labor shortages 
and high turnover are some of the problems fac- 
ing the DP industry (Memo, Feb., p. 13). 

DP Reference Service—The Association of 
Computer Users has originated a reference service 
for buyers of DP products (Memo, July, p. 12). 

Elements to Consider in Evaluating the DDP 
Budget—Obvious costs, hidden costs, and re- 
search and development are important; by Fran- 
cis X. Dzubeck, contributing editor (Telecommu- 
nications, March, p. 92). 

Processing—General Electric’s Fastback 
system provides Fisher Scientific Co. with prompt 
order processing for customers (S in A, July, 
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Gaining Momentum—Distributed processing 
has been steadily gaining momentum over the 
last few years (Memo, Feb., p. 14). 
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Good Computer @—Experience in 
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contributing editor (EDPerspective, Nov., p. 84). 

Information high-performance 
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Charles J. McDonough, McDonough Manage- 
ment Corp. (Management Opinion, March, p, 
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Revenues—Common carrier services account 
for 91 percent of data communications revenues 
(Memo, Jan., p. 13). 

Software Developers—The computer software 
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“Learnware” for newcomers in the fields; by 
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Budgets Expanding—Software spending will 
increase at strictly mini-computer sites (Memo, 


April, p. 14). 

Business ‘Travel expenses surveyed 
by Administrative Management Society (Memo, 
March, p. 13). 


Control Forecast—A major tailspin is antici- 
pated to the tight money policies pursued by 
the Federal government (Memo, March, p. 13). 

Corporate inion Research Corp. 
Says exaggerated ideas about corporate profits 
have risen in past years (Memo, Feb., p. 14). 

Accounting For The Office—Economic 
trends are making traditional systems obsolete; 
by Stan G. Webb (Oct., p. 27). 

Cost Cutting For Profits—To combat slowing 
sales and rising inflation, cost cutting may be the 
answer (Memo, June, p. 14). 

Credit ‘onsumer credit is increas- 
ing in European countries (Memo, Feb., p. 14). 

Declining Productivity—It might constitute a 
second energy problem (Memo, Oct., p. 10). 

Government C Small-busi own- 
ers believe that government competition with 
private firms is useless (Memo, July, p. 12). 

Incentive Pay—Compensation plans used to 
attract and motivate executives have become 
more prevalent in the banking industry (Memo, 
Jan., p. 13). 

Job Market—Financial specialists are highly 
sought-after in today’s marketplace (Memo, 


jhould your company invest in new 

equipment?; by Brock McLellan (Nov., p. 35). 
Mergers on the Rise—Small companies should 
merge with larger ones during 1980 (Memo, April, 


Packages Help Managers Un- 
derstand Finance—Activity is no longer an ex- 
clusive domain; by Jeffrey S. Prince, assistant 
editor (June, p. 33). 


Pessimistic it managers are 


Managers—Credit 
becoming worried over high costs (Memo, Oct., ; 


p. 9). 

The Growing Importance of Cash Management 
—How to squeeze maximum benefits from each 
available dollar; by Sheldon Kaplan (Aug., p. 
32). 

The Real Costs of ‘Staying Put’—Managers 
must examine the total cost of commercial oc- 
cupancy; by Kenneth D. Laub (Aug., p. 24). 


MANAGEMENT OVERVIEW 


A Day in the Life of an Administrative Man- 
ager—Charles M. Gobles’ myriad responsibilities 
are staggering; by Paula Lippin, managing edi- 
tor (April, p. 37). 

Appointments Peak—Despite the threat of re- 
cession, record levels of executive appointments 
for the first nine months of 1979 were made 
(Memo, Feb., p. 14). 

Are You Resisting Progress?—Change requires 
careful planning and decision making; by Lee 
Hauser, contributing editor (July, p. 41). 

Banks Overstaffed?—Five major banks indi- 
cated their middle management ranks could be 
reduced by 50 percent (Memo, Feb., p. 14). 

CEO Qualifications—American and European 
firms have different requirements for manage- 
ment style (Memo, May, p. 13). 

CEO’s Successor—Two out of three leading 
American companies do not have a formal plan 
for succession to the CEO (Memo, Feb., p. 13). 

Cooperation and Reason—The mixture should 
guide managers during the 80s; by Fred T. Allen, 
Pitney Bowes (Management Opinion, Nov., p. 
96). 


Corporate Creed or Corporate Greed—What 
rules an executive’s actions? Is it loyalty to one’s 
company or loyalty to one’s principles? by Jack 
Bologna, president, George Odiorne Asscciates 
(Dec., p. 30). 

D.C, Executives—The White House is rarely 
approached by Washington-based managers 
(Memo, April, p. 13). 

Don Fox Takes on a New Set of Challenges— 
One in a series of ‘A Day in the Life of an 
Administrative Manager’; by Paula Lippin, man- 
aging editor (Aug., p. 29). 

Different Work Ethic—Changing expectations 
of the work force will rival government regula- 
tions (Memo, March, p. 13). 

Executive Firing—Attitudes expressed by 
ecutives show concern toward the question of 
executive firing (Memo, Aug., p. 9). 

Executive-Level Petttibe Lock for charac- 
teristics needed to do the job right; by Wil Peck, 
contributing editor (Management at Ease, Nov., 


p. 74). 
Should Be Aware of Their Deci- 


DECEMBER 1980 


sions—They otten affect the lives of their sub- 
ordinates; by Wil Peck, contributing editor 
(Management at Ease, Aug., p. 78). 

Flexitime: Ine Way of the Future?—There are 
still many unanswered questions; by J. H. Foe- 
gen and Talmer E. Curry Jr. (Aug., p. 26). 

Getting Families to Relocate 


- .. When 
Won’t—Employee transfers have changed in past 
years; by Denise R. Guillet (Oct., p. 43). 

Hiding With Power—Status symbol abuse and 
the stories of ‘Ben’ and ‘Charlie’; by Wil Peck, 
contributing editor (Management at Ease, May, 
p. 76). 

How to Work-Sample Your People—An easy 
and economical way to evaluate performance; by 
W. H. Weiss, writer/consultant (July, p. 36). 

How Two Companies Set Their Goals For 
The 80s—Major firms plan for managing the 
process of change; by Paula Lippin, managing 
editor (Jan., p. 38). 

ice-of-the-future re- 
search must focus on white-collar jobs : 
Nov., p. 10). 

In Search of Round Pegs—A cliche that 
thwarts productivity when searching for new 
employees; by Roy W. Walters, president, Roy 
W. Walters & Associates (Management Opinion, 
Aug., p. 84). 

Lack of Generalists—Survey shows a lack of 
generalist managers for top-level positions 
(Memo, May, p. 14). 

Management and the Changing Public View— 
Some political views that will affect the man- 
ager in the 80s; by Ian. H. Wilson, Public Policy 
Research Staff, General Electric Co. (Jan., p. 


44). 
Managing Process of 
report on your role in the 80s (Jan., p. 29). 
Matching a Manager’s Personality to the Or- 
ix distinct managerial personalities 
may or may not prove successful in a particular 
organization; by Dr. Felix E. Lopez, executive 
vice president, Felix E. Lopez and Associates 
Inc. (Management Opinion, June, p. 92). 
Measuring Productivity—There’s a 
growing need to develop better ways of evalu- 
ating performances. Can it be done effectively?; 
by Walter J. Presnick, executive editor (May, 
p. 26). 
Mi Productivity—Workers and man- 
agement agree on the importance of measuring 
productivity; by Randy J. Goldfield, contributing 
editor (Records Automation, June, p. 82). 
Mixing Styles—American tech- 
niques with Japanese cultural philosophies; by 
Masaru Ibuka, Sony Corp. (Management Opin- 


ion, May, p. 86). 

Nurturing Creativity—The key to 
creativity is knowing how to generate new ideas; 
by Eugene Raudsepp (Oct., Pp. 32). 

Public Faith in could 
lessen government regulation by pees pub- 
lic confidence in their work (Memo, Aug., p. 9). 

Quit Kicking ‘The System’—Government, labor 
and management must pull together to compete 
in world markets (Memo, Nov., p. 9). 

ition Headaches—Traditional approaches 
— facilities often fail (Memo, Nov., p. 


0). 

Relocation Inhibited—A dramatic decline in 
the willingness to relocate for jobs is directly 
related to skyrocketing real estate costs and in- 
flated mortgage rates (Memo, June, p. 14). 

Model Image—Britain’s Prime Minister 
serves as a good example for high-level adminis- 
trative executives; by Wil Peck, contributing 
editor (Management at Ease, March, p. 100). 

Safeguards Controls for Microcomputers— 
They’re often overlooked until it’s too late; by 
Alan Hoffberg, contributing editor (EDPerspec- 
tive, March, p. 102). 

Sexual Harassment: Coping With The Contro- 
versy—New government regulations now hold 
the employer responsible; by William S. Hubbartt 


(Aug., p. 34). 

Surviving the Recession—Organizations must 
learn from history and avoid the ‘feast or famine’ 
syndrome; by Jack Bologna, president, George 
Odiorne Associates Inc. (Management Opinion, 
Tuy, t P. — 

Art of poor game must learn it 
to yn the job done properly; by Wil Peck, con- 
tributing editor (Management at Ease, July, p. 


The Bridge Building Mission—It will help to 
stimulate employee interest and increase worker 
productivity; by J. Thomas Markley, president, 
Raytheon Data Systems (Management Opinion, 
Jan., p. 96). 

The High Level Clubs of the ‘Planning Elite’— 
They meet without fanfare to discuss the Office 
of the Future; by Carl E. Rogers, managing edi- 
tor (Jan., p. 43). 


implement systems 
benefit workers; by John J. Connell, management 
consultant (Jan., p. 36). 
The Presidential 


(Oct., p. 24). 
The and Cens of Matrix Management— 
tions are Sin 


by Thomas 
Howell ad Jan A. Gueliotti 
D. Little Inc. (Dec., p. 22 
The ‘Second’ 


must live by a new set of rules; by Dr. 
L. Fawcett, Battelle Memorial Institute 


tric Corp. ee ne ee 


What Will It Take to Manage in the 80s?—As 
needs and change, so job responsi- 
bilities; by Jeffrey S. assistant editor 
(Jan., p. 34). 


in the effice has begun (June, p. 36). 


OFFICE ENVIRONMENT 


A Functional Interior From a ‘Crystal’ Design— 
Lenox Inc. attains maximum efficiency in work 
flow; by Jeffrey S. Prince, assistant editor (May, 
p. 32). 

A Public Office That Works—Relevant for to- 
ee ee ae eee 

Bell Canada’s Office Landscape Experience— 
Aesthetics are combined with functionalism in 
Scarborough’s office buildings (Aug., p. 48). 

Office: A Lesson in Creative 
Miami Dade Community College achieves a cost- 
effective design; by Denise R. Guillet, assistant 
editor (June, p. 48). 

Create an Atmosphere of Positive Expectations 
—Improving performance in your work force; by 
William H. Franklin, Jr. (April, p. 32). 

More Change to Come—Innovative changes may 
make today’s office obsolete (Memo, April, p. 
13). 

Noise Control in the Open Office—Planning for 
acoustics is crucial to igege by R. Kring 
Herbert, consultant (Dec. p 

Office a Wem, awe to Otter Past- 
ner—Deere’s headquarters is ‘Office of the Year’; 
other winners listed; by Walter A. Kleinschrod, 
editor (Feb., p. 30). 

Putting the Power Near the Worker in an Open- 
Plan Office—An important criterion is flexibility; 
by Jeffrey S. Prince, assistant editor (May, p. 
$1). 

Taking the Modular Office One Step Further— 
eo ek Bie, deel lew 
system; by Jeffrey S. Prince, assistant editor 


ba Po a. 
of Change—For technology to be ef- 

siete, oe the office environment must remain peo- 
ple-oriented; by Albert L. Winegar, president, 
=< Corp. (Management Opinion, Aug., p. 

They Didn’t Sacrifice Systems for an Energy- 
Conscious Design—Western Life keeps conserva- 
tion in mind; by Denise R. Guillet, assistant 
editor roe p. 37). 

They Got Their Office Act Together—Data- 
product attains operational productivity; by Den- 
ise R. Guillet, assistant editor (April, p. 42). 


assistant editor (Jan., p. 40). 

U Building For Right-Side-Up Rea- 
sons—“‘Office of the Year” selection, American 
Cyanamid, does it again; by Waltér A. Klein- 
schrod, editor (March, p. 34). 


OFFICE EQUIPMENT 


smoking 
Business Men’s Clearing House (S in A, April, 


. 86). 
” Contputer Goniitih—Thin new teiathey 
prompting top-management presentations to be 
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reworked (Memo, Aug., p. 9). 
Interaction— 


Computer Small portable termi- 
nals help solve communications problems (S in 
A, March, p. fee 

‘Computers Are Becoming More Widely Used 
—Will businesses consider them almost human?; 
by Joseph Gawthrop, retired vice president, Pilot 
me Insurance Co. (Management at Ease, Jan., 


5). 
PS Computer Upgrade—The Memorex 3650 Disk 
Storage System improved the computer database 
of National Airlines (S in A, Aug., p. 74). 

Conveyor Systems: Automa' 

Flow—In many cases, today’s mailroom cannot 
cope with the flow of documents; by Gregory V. 
Schultz (Nov., p. 49). 

Copiers: Intelligent and Otherwise—-Micro- 
processors have increased the capabilities of the 
office copier; by Richard E. Hanson, Richard E. 
Hanson Associates (Dec., p. 32). 

Copy Cost Savings—Storage Technology Corp. 
installed an array of machinery to help cut costs 
in reprographics (S in A, Feb., p. 76). 

Electronic Banking—Automated banking sys- 
tems will result in increased installations of on- 
line teller terminals in the 1980s (Memo, Dec., 
p. 10). 

Expansion—New product development makes 
the outlook bright for office and computing ma- 
chinery (Memo, March, p. 14). 

Helping Managers See the Trends—Computer 
graphics enhance decision-making; by Walter J. 
Presnick, executive editor (April, p. 35). 

Home Computer ‘onsumers are sign- 
ing up for home time-sharing services (Memo, 
Dec., p. 10). 

Keyboard Advances—Keyboards will serve as 
the major means for people to communicate 
with machines for at least the next five years 
(Memo, Dec., p. 9). 

Much Talk, Little Action—Many organizations 
have a ‘wait and see’ attitude towards electronic 
mail (Memo, Aug., p. 12). 

Music to the Ears—Caliers to Wurlitzer Co. 
can now listen to organs and pianos when placed 
on hold, thanks to Digital Telephone Systems 
Inc. (S in A, Jan., p. 88). 

New Printing System—Xerox Corp. has intro- 
duced a new electronic printing system (Memo, 
Nov., p. 9). 

OCR: New Flexibility, Lower Cost—Decreas- 
ing prices and advanced technology have led to 
greater use of OCR units in the office; by Randi 
T. Sachs, assistant editor (Dec., p. 39). 

Prompt Packaging—New electronic shipping 
system reduced shipping costs for Westinghouse 
Electric Corp. (S in A, April, p. 81). 

Supers Hold Their Own—The number of super- 
computer models has increased dramatically over 
the past five years (Memo, June, p. 13). 

The Case for In-House Reproduction—Tech- 
nology has made it cost-effective and less expen- 
sive to print jobs internally; by Jeffrey S. Prince, 
assistant editor (Aug., p. 45). 

The High-End Trends in Calculators—Recent 
introductions measure up to the capabilities of 
the minicompuier; by Paula Lippin, managing 
editor (Nov., p. 53). 

The Payoff in Paper Recycling—High-grade 
waste can easily be converted into cash; by 
Walter J. Presnick, executive editor (Aug., p. 30). 

The Pros and Cons of Ink-Jet Printing—High 
production speed is one of the advantages; by 
Jeffrey S. Prince, assistant editor (July, p. 55). 

Voice Mail Arrives in the Office—Just being 
introduced into the office, what effect will it 
have on communications?; by Robert L. Sample, 
assistant editor (Dec., p. 25). 


OFFICE SECURITY 


Access Control Systems: Which is Right For 
You?—Management must choose what coincides 
with company needs; by Denise R. Guillet, as- 
sistant editor (Feb., p. 54), 

Check Reconstruction—Eastman Kodak micro- 
film saved checks for The Central Bank of Den- 
pe? i they were lost in a fire (S in A, July, 
p. 68). 

Check Security Conditions Yourself—Relying 
on others could be catastrophic (April, p. 92). 

Computerized Security System—Access control 
ig available as a single desktop model (Dec., 
p. 43). 

Fireproof Database—A capo business com- 
puter system saved Bedford Woodworking its 
entire database (S in A, Jan., p. 88). 

Fire Risk in Modern Offices—The responsibility 
falls on senior corporate management; by Belden 
ered contributing editor (Office Security, Oct., 
Pp. 
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Fire Rules Made Easy—The Labor Department 
has adopted new fire-protection rules (Memo, 
Dec., p. 10). 

Growing Concern—The Burroughs B 6800 
gave Bayly Corp. a 200 percent greater produc- 
tivity in information handling (S in A, Jan., p. 
88). 

Growth of PCMS—Tremendous growth is fore- 
casted for plug-compatible manufacturers (Memo, 
May, p. 13). 

How Fire Resistant Is Your Office?—To pro- 
vide adequate safety, certain standards must be 
met; by Walter J. Presnick, executive editor 
(June, p. 28). 

Inadequate Security Efforts—Recent state court 
decisions indicate companies can be held liable 
(Feb., p. 82). 

Major NYC Office Fire—A smoldering ciga- 
rette ignited a fire in a 42-story office building 
(Memo, Aug., p. 11). 

Office Security—Bimonthly column concerning 
the security aspects of company office opera- 
tions, by Belden Menkus, contributing editor. 

Security Gwards—There are many risks in- 
volved in negotiating a service contract for se- 
curity-guard protection (Dec., p. 68). 

Stringent Security Controls—They must be in- 
Stalled by management to counter growing lia- 
bility; by Belden Menkus, contributing editor 
(Office Security, Aug., p. 77). 

The Big Blow-up—Dealing with bomb threats 
in the normal course of business requires special 
preparation (June, .. 84). 

eft Bill SieWd---Cc<cvress has been criticized 
lately (Memo, ‘vct., r. %). 


PERSONNEL 


Benefits to Increase—A 14 percent «se in 
Social Security benefits is expected in June 
(Memo, June, p. 14). 

Changing Beneiits—Employee benefits may see 
a change (Memo, Oct., p. 10). 

Committee Studies Older Workers—Four cor- 
porations testified before a Senate Special Com- 
mittee on Aging (Washington Report, Dec., p. 


Compensation Policies—Employers are seeking 
ways to cut down costs (Memo, Oct., p. 9). 

Coping With Anti-Discrimination Laws—Solid 
documentation is often the best defense; by 
Lester E. Mood, president, Human Resource 
Services Inc. (July, p. 31). 

Education and Pensions—Economic education 
efforts can be described in one word—‘wanting’ 
(Memo, April, p. 14). 

Educational Policies: How Do They Compare? 
—A good program must be mutually beneficial; 
ps4 Denise R. Guillet, assistant editor (May, p 


). 

EDP Employee Demand—The U.S. computer 
industry is a major market (Memo, Oct., p. 10). 

Employee Benefits Grow—Most employees of 
U.S. companies will receive two weeks paid 
vacation and ten or more holidays this year 
(Memo, Dec., p. 10). 

Employers & Alcoholism—An increasing num- 
ber of employers are beginning to realize their 
responsibility for action toward alcoholism 
(Memo, Aug., p. 10). 

Executive Reservists—The U.S. Government 
has about 2,000 executive reservists assigned to 
seven Federal agencies (Memo, Dec., p. 10). 

Health Benefit Costs—Employees may soon 
make contributions to health plans (Memo, 
March, p. 14), 

Hiring Forecast Good—Employment oppor- 
tunities look good for upcoming year (Memo, 
June, p. 13). 

How Not to Waste Your Training Dollars— 
Billions of dollars are often misused for this 
item; by Donald J. Tosti (Feb., p. 44). 

How to Stop Losing Your Best Workers—Ex- 
ecutive guidelines for holding on to top perform- 
ers; by Laurence Lipsett (Feb., p. 35). 

Joiat Enforcement of EEO Rules—The EEOC 
and the Labor department will be coordinating 
their responsibilities for enforcing employment 
no laws (Washington Report, Dec., p. 


Mandatory Retirement—The trend toward early 
a may soon reverse itself (Memo, Aug., 
p. 10). 

Minority Hiring Up—A recent survey of ex- 
ecutive hiring practices have showed an increase 
in the hiring of minorities (Memo, Jan., p. 14). 

More Benefits—With the mandatory retirement 
age at 70, companies are now allowing more 
benefits (Memo, May, p. 14). 

New Perspectives—Women in business are be- 
coming more receptive to new ideas and methods 


(Memo, Dec., p. 10). 

Part-Timers—Permanent part-time employees 
have become an important part of today’s work 
force (Memo, Jan., p. 14). 

Pay Boosts—Pay increases propelled upwards 
for executives in 1979 due to strong business re- 
sults and the flexibility of guidelines (Memo, Jan., 

p. 14). 

Fecal Exec’s Pay—The average salary for 
personnel function in the U.S. is $26,571 (Memo, 
Feb., p. 13). 

Pension Inadequacy—The cost of retirement is 
more than people can afford (Memo, Nov., p. 10). 

Personnel Changes—Personnel executives fore- 
see increased intrusion by government agencies 
into personnel management (Memo, March, p 
14). 


Privacy—Personnel administrators understand 
the importance of protecting the privacy of em- 
ployees and applicants (Memo, Jan., p. 14). 

Productivity Study—America’s white-collar 
workers believe increased salaries would increase 
productivity (Memo, June, p. 14). 

Professionalism—A new report by 3M Vis- 
ual Products Div. shows that secretaries are self- 
confident, career-oricnted professionals (Memo, 
Feb., p. 14). 

Quota-Information Reporting System — The 
U.S. Customs Service is expediting the release of 
quota-restricted merchandise to importers (Wash- 
ington Report, Dec., p. 18). 

Regulations-—The U.S. Office of Personnel 
Management hs issued regulations of civil-serv- 
ice retirement *«nefits (Memo, Aug., p. 12). 

Retirement **:'ayed—Over half of present 
working employees would like to work beyoré 
65 (Memo, Jan., p. 13). 

Salaries Rising—Office employee’s salaries con- 
tinue to increase, although less than the rate of 
inflation (Memo, Feb., p. i3). 

SBA Joins OSHA’s Rulemaking Body—The 
Small Business Association will work with OsHA 
in setting up job safety standards (Washington 
Report, Dec., p. 18). 

Secretarial Shortage—Competent secretaries 
bes difficult to find these days (Memo, April, p. 
13). 

Specialists Needed—Demand for analysts and 
programmers has reached all-time record levels 
(Memo, April, p. 14). 

Staving Off Unionization—Many companies are 
forming formalized systems for nonunion em- 
ployees to register complaints (Memo, July, p 
11). 


Technical Demand High—The recession has 
not affected the demand for engineers and scien- 
tists (Memo, Nov., p. 9) 

The Concern Over Privacy—Employees are ap- 
prehensive about the collection and use of per- 
sonal information; by John J. Joanis, chairman, 
= Insurance (Management Opinion, Feb., p. 
88). 

The Four Costs of Employee Training—Does 
the end justify the means?; by Mary E. Boylen 
(March, p. 40). 

Unions Aim At Women—Women are a pri- 
mary target for unions in their campaign to or- 
ganize in America’s offices (Memo, July, p. 12). 

Unions and the White-Collar Worker—The 
forecast is for a surge of unionisrn in the 80s; by 
Paula Lippin, managing editor (July, p. 28). 

Vacation Replacements—A checklist to help 
keep the office running smoothly during summer 
vacation periods (Memo, July, p. 11). 

White-Collar Unions, European Style—The im- 
pact of technology becomes a major issue over- 
seas; by Keith Wharton, publisher/editor of The 
yeaa Word Processing Report (Aug., p. 
43). 

Personnel Problem Clinic—Monthly Q/A col- 
umn by Paul A. King, contributing editor. Topics 
include: 

. The Employee Retirement Income Security 
Act; personnel files opened in Connecticut; no 
test questions and answers for unions; a divorced 
wife can claim alimony; how do you protect 
yourself? (Jan., p. 92). 

. .. too much paperwork required; you should 
not be troubled; an employer who preferred 
younger workers (Feb., p. 84). 

. brochure for the Spanish-speaking; deci- 
sion on homosexuals; five employees went on 
strike; it’s not unlawful to offset workman’s 
compensation (March, p. 104). 

. want to put blind people to work?; a union 
cannot spend the dues; for your Spanish-speaking 
employees; to create goodwill among stockhold- 
ers bape p. 94). 

. the employee retirement income security 
act; " under ERISA, an individual; U.S. Supreme 
Court affirmed; free vacation planning schedule 
(May, p. 80). 

. . welfare plan law violation; a N.Y. stock 
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brokerage firm (June, p 86). 

. .- nabbing employee thieves; discharge of one 
or two married employees (July, p. 76). 

. if the U.S. Labor Department; a Federal 
court approved; a help-wanted ad read; National 
Guard duty vs. company training; employee 
stock ownership (Aug., p. 78). 

+ . . to avoid becoming involved; companies 
with severance pay; employers’ medical and toxic 
cp records (Sept., p. 84). 

. Overtime pay for executive strike breakers; 
generous employers who give widows; an em- 
ployee who is clean shaven when hired; military 
service counts toward pension credit (Oct., p. 88). 

. male bank tellers may have a greater po- 
tential; queries about buttons; married or just 
living together is the question (Nov., p. 88). 

. . » union contract limitations; ethnic dis- 
crimination; life insurance; pension benefits; La- 
bor department; new ERISA rules (Dec., p. 70). 


RECORDS AUTOMATION 


COM In School—Microfiche helped Dekalb 
County School System upgrade its record depart- 
ment (S in A, Feb., p. 76). 

Controlling Costs—Imaging 2% million pages 
of computer data on microfiche instead of using 
Paper saved Fidelity Bank, N.A., Oklahom: City 
$71,000 monthly (S in A, June, p. 78). 

xamine Current Records—Manual records 
systems must be upgraded before automation 
takes place (Records Automation, Dec., p. 67). 

Improved Safety—Modernizing records man- 
agement has resulted in reduced losses and im- 
proved services (S in A, May, p. 71). 

Magnetic Media: Requirements Dictate the 
Choice; by Denise R. Guillet, assistant editor 


Groups—They 
play a vital role in realizing the full benefits of 
computer hardware and software systems; by 
Alan Hoffberg, contributing editor (EDPersnec- 
tive, July, p. 74). 

Microfilm and Computer Technology—T[he 
combination provides faster customer service (S 
in A, Oct., p. 77) 

Protecting Records Management Techniques— 
It often takes a potential tragedy to realize the 
importance of these techniques: by Randy Goid- 
ficld, coutributing editor (Records Automation, 
Aug., p. 75). 

Records Managers Gain Support—By carefully 
planning a comprehensive educational campaign; 
by Randy J. Goldfield, contributing editor (Rec- 
ords Automation, Oct., p. 82). 

Threat by USPS—The Postal Service presents 
a serious threat to the development of a com- 
petitive records communication market (Memo, 
June, p. 13). 

Trading Up to Word Pr Mi: 
need to prepare for automated records systems; 
by Randy J. Goldfield, contributing editor (Rec- 
ords Automation, Feb., p. 80). 

Word Processing and Records Automation— 
Recent polls show they have top priority for 
Office automation; by Randy J. Goldfield, con- 
=x" editor (Records Automation, April, p. 


SYSTEMS IMPROVEMENT 


Agency Assistance—America’s voluntary agen- 
cies are combating high energy costs (Memo, 
Nov., p. 9). 

A Talking Computer System—It provides a 
competitive edge for Chicago-based Colonial Hos- 
pital Supply (S in A, July, p. 67). 

Bibliographic Retrieval System—Standard Oil 
of Indiana keeps abreast of developments in time- 
ly and cost-effective manner (S in A, March, p. 


Cash Connection—Customers of Bankers Trust 
Co. get quick accessibility to cash management 
and securities (S in A, May, p. 72). 

Cost Containment—The Hospital Data Center 
of Virginia helps contain costs for health care 
organizations (S in A, Nov., p. 70). 

Educational Foresight—New Jersey schools 
are experiencing annual savings up to $27-million 
on energy costs (S in A, Aug., p. 70). 

Electronic Weighing—Helena Rubenstein Inc. 
takes full advantage of lower shipping and postal 
rates (S in A, March, p. 98). 

Energy Costs Cut—A control system reduces 
costs in St. Petersburg, Fla. (S in A, Nov., p. 70). 

Energy Savings—CertainTeed Corp. monitors 
and controls energy consumption and saved 
$40,000 in one year (S in A, Aug., p. 74). 

Faster Information—Uarco Inc. finds a way 
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to give information faster (S in A, May, p. 72). 

Financial Costs Cut—Dean Witter Reynolds is 
managing numbers better with apP/ Onsite Service 
(S in A, Aug., p. 69). 

High Copy Quality—The Eastman Kodak Ekta- 
print 100AF copier-duplicator provides attorneys 
with the quality copy they need (S in A, Jan., p. 
88). 


High-Density Mobile Shelving—This system 
solved Indiana’s library expansion problems (S 
in A, Aug., p. 69). 

High-Speed ers-——-A network of digital 
facsimile transceivers enables General Aviation 
Div., Rockwell International, to operate more 
efficiently (S in A, May, p. 71). 

Hollyw: Calling—An efficient, trouble-ftee 
communications network is of prime importance 
to the Burbank Studios (S in A, May, p. 72). 

In-House Typesetting—Purchasing an Itek 
Quadritek 1200 Phototypesetting System helped 
Applied Communications gain typesetting flexi- 
bility (S in A, Jan., p. 88). 

Insurance D) Dividends—Columbia National Life 
Insurance Co. experienced many benefits with its 
Data General Eclipse Data System (S in A, July, 
p. 68). 

Legal Support—A Wang VP minicomputer 
helps keep paperwork to the minimum (S in A, 
Oct., p. 78). 

Mag Media Storage: Efficient Access Is the 
Key—Systems for housing are proliferating rap- 
idly; by Denise 8. Guillet, assistant editor (April, 
Pp. 67). 

New Copier Technology—Microcomputers are 
the latest innovation in the copier industry 
a. Aug., p. 9). 

New Opportunities—Office automation is part 
of the reason why white-collar employment is on 
the rise (Memo, jJan., p. 13). 

Office Away From Home—Guests at Hospi- 
tality Inn in Toledo, Ohio, are greeted with an 
office to work in (S in A, Feb., p. 76). 

ctivity—The installation of an IBM 
Office 6 equipment gave the patent department 
of Dow Chemical Co. a 200 percent increase in 
productivity (S in A, July, p. 68). 

Oil Recovery Aided—Installation of 1M 3031 
helped Houston Natural Gas Corp. determine 
gas potential (S in A, March, p. 98). 

Operating Efficiency—During 2 ‘5 percent 
work force increase, Austin Mutual Insurance 
Co.’s premium volueze was almost doubled (S in 
A, Aug., p. 70). 

Operations Streamlined—A Bell System com- 
puter is the centerpiece of Trans World Airlines’ 
new reservation center in New York (S in A, 
Aug., p. 74). 

Order Entry Expedited—An up 3000 on-line 
business computer from Hewlett-Packard has sim- 
plified and expedited order entry and access for 
International Crystal Mfg. Co., Oklahoma City 
(S in A, June, p. 78). 

Paperwork Glut—AutoMagic alleviates the 
paperwork for Federal Home Loan Mortgage 
Corp. (S in A, Nov., p. 70). 

Payroll Distribution—Titan Steel Corp.’s pay- 
roll office was almost buried under the enormous 
paperwork that accompanied a 100 percent turn- 
over rate (S in A, Aug., p. 70). 

Pilot Projects: A Way to Get Started in Office 
Automation—They minimize the risks in imple- 
menting automation; by N. Dean Mayer and 
Thomas M. Lodahl (Feb., p. 36). 

Phone Bill Reductions—After installing Long 
Distance Control Systems, Braniff International 
Corp. experienced a reduction in phone rates 
(S in A, Feb., p. 76). 

Quality’s The Key—A direct-entry phototype- 
setter keeps one business out of trouble (S in A, 
Oct., p. 78). 

Resource Management—A timesharing com- 
puter helps water utility firm in managing its 
resources efficiently. (S in A, Dec., p. 61). 

Six Pathways to Office Automation—Trade-offs 
encountered on the optional roads that lead 
there; by Thomas M. Lodahi and N. Dean Meyer 
(March, p. 32). 

Space Savings—Microfilm helps save space for 
Dow Corning Corp. (S in A, April, p. 86). 

Speedy Data Reporting—A Wang wPs/30 sys- 
tem aids EG&G Idaho Inc., Idaho Falls, in swift 
and accurate reporting (S in A, June, p. 78). 

Speedy Delivery—Two level 64 medium-scale 
computer systems from Honeywell are speeding 
up the delivery of McGraw-Hill books (S in A, 
April, p. 86). 

Systems Management—A computer-based en- 
ergy management system reduces energy con- 
sumption (S in A, Nov., p. 70). 

Technology vs. Art—pIssPLA system calls up 
visual displays in minutes (S in A, March, p. 98). 

U High-Volume Health Clinic Man- 


agement Operations—Cincinnati’s West End 
Health Clinic uses distributed data entry and 
processing system (S in A, April, p. 85). 
Upgrading the Mails—A Burroughs B 800 busi- 
ness minicomputer is being used to process mail- 
ing (S in A, Oct., p. 78). 
Word Processing Systems Provide Efficient 
Forests Industries 
(cCi1) incorporated word processing into its 
communication systems and reduced its clerical 
staff (S in A, June, p. 77). 


TELECOMMUNICATIONS 


fomzance 4agement’s most ef- 
fective tool in monitoring daily usage of a net- 
work; by Francis X. Dzubeck, contributing editor 
(Telecommunications, July, p. 71). 

Analog? The 


Pp. 29). 


ings anywhere at any “ime and never leave the 
Office; ‘-y Jeffrey S. Prince, assistant editor (April, 
Pp. 65). 

intervenes in tele- 


: i equipment (Memo, 
May, >. 13). 
FCC Ruling 


contributing writer (March, p. 53). 
How to Analyze Your Telephone 
inspection of invoices can seduce costs; by Frank 
Griesinger, contributing cditor (Nov., p. 33). 
Increased Fiber for fiber 


nect telephone industry’s share will continue to 
grow a. Jan., p. 13). 

d—Three companies have 

announced ane to develop electrical, logical, 

and protocol specifications (Memo, Aug., p. 11). 

Network Managers Increased Responsibility— 


The technical issue of test equipment is a con- 
cept that must be faced; by Francis X. Dzubeck, 
-— editor (Telecommunications, Aug., 
p. 

N 


Doct, rv? 


of the 80s 
must plan for networks far in advance; by 
Francis X. Dzubeck, contributing editor (Tele- 
communications, May, p. 74). 

One-half Savings—Turning to a telephone ac- 
counting and routing system can save money on 
telephone bills (Memo, April, p. 14). 

Phone Rate Change—atat has filed tariffs with 
the Fcc that would raise interstate and overseas 
rates (Memo, May, p. 14). 

Re-evaluating a Ni i 


must 

consider the impact of additional capacity and 
growth; by Francis X. Dzubeck, contributing edi- 
tor (Telecommunications, Nov., p. 72). 

Reducing Telecommunications 
methods that cut expenditures and upgrade serv- 
ice; by Frank K. Griesinger, contributing editor 
(Aug., p. 27). 

T and 


Productivity Improve- 
ments—A common denominator for the white- 
collar —. by Robert E. Bennis, director Hct 
telec 
services for Westinghouse Electric Corp. (Tele- 
communications, Jan., p. 90). 

The Viewdata 


WORD PROCESSING 


Advanced Word Processing Systems—It’s 
helped J. C. Penney upgrade service and reduce 
expenditures (S in A, Feb., p. 75). 

A New Approach—Using sophisticated word 

systems is a new idea that works (S in 


vides noteworthy Productivity gaia with a word 
barge system in vg., P. 
Shared Resources Concept—crt screens and 
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An Administrator’s Guide to Network Per- F | 
_ _ = advantages and disadvan- AD 
ee tages between two transmission methods; by p (> 
Frank K. Greisinger, contributing editor (May, ROS. 
| i er 
Communicating Copier—A high-speed copier a 
; designed to function with satellites and other we 
communication networks has been introduced ; fon as 
(Memo, July, p. 11). _ 
Conference Systems iz the 80s—Conduct meet- f. a4 
\ ué a 
: bc 
to reconsider a July 1, 1980 deadline (Memo, S 
March, p. 13). as 
Qan., p. 71) Fiber Optics: Telecommunications’ Next Con- fos 
4 —_— nection—A faster and less costly manner to get vs 
, connectors will grow ten-fold over the next 
4 decade (Memo, April, p. 14). 
Market Share Expands—Business and intercon- 
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E phone network and modified television set; by 
si Elizabeth M. Ferrarini, contributing writer (Oct., 
§ p. 30). 
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text-editing equipment enhance wP systems; by 
Charles Cumpston, es eee editor (Word 
Processing, Feb., p. 

Augmenting A e Support — paper 
and pencil is being replaced by the crT and key- 
board; by Denise R. Guillet (Nov., p. 38). 

Coordinated WP/AS Functions Increase Pro- 
ductivity—Results in quicker correspondence dis- 
tribution; by Willoughby Ann Walshe, word 
processing editor (Word Processing, April, p. 
88 


). 

Hearing Granted—Citicorp presents an appli- 
cation to engage in data processing activities 
through a subsidiary known as Citishare (Memo, 
Aug., p. 9). 

Implementing Word Processing Tasks—A thor- 
ough investigation is needed before this is done; 
by Willoughby Ann Walshe, word processing edi- 
tor (Word Processing, Oct., p. 80). - 

More WP for IBM—inm has initiated a major 
marketing effort towards capturing the WP mar- 
ket (Memo, Aug., p. 12). 

Supervisory Consoles Monitor Dictation—A 
better way of managing dictated equipment in the 
wP center; by Denise R. Guillet, assistant editor 
(Aug., p. 45). 

Syntopican VINI—A record crowd attended 
this year’s display of automated office systems; 
by Willoughby Ann Walshe, word processing edi- 
tor (Word Processing, Aug., p. 73). 

Text-Editing Equipment—Multifunctional text- 
editing machines will require increased media 
storage capabilities (Word Processing, Dec., p. 
65). 

Text Editing Machines For Differing Applica- 
tions—Proper equipment is vital to develop an in- 
tegrated office system; by Willoughby Ann 
Walshe, word processing editor (Tools of Ad- 
ministration, June, p. 42). 

Word/Data Processing Differences — Many 
managers are contemplating the merger of word, 
information, and data processing operations; by 
Willoughby Ann Walshe, word processing editor 
(Word Processing, June, p. 80). 

WP/DP Struggle—Data processing executives 
are pulling away from word processing adminis- 
trators (Memo, May, p. 13). 


MISCELLANEOUS 


A Record Turnout—The National Computer 
Conference held at the Anaheim Convention Cen- 
ter in California attracted over 80,000 users and 
vendors this year (Memo, July, p. 11). 

Age Is No Barrier—Retired individuals are dis- 
covering age is no barrier when finding things to 
do (Memo, May, p. 14). 

Budget Support—Electronic Industries Associ- 
ation has thrown its support for a balanced 
Federal budget (Memo, July, p. 12). 

EDP Spending Intact—epp vendors can look 
epee to double-digit growth (Memo, Nov., p. 

Fight For Separation—A struggle to oppose the 
anticompetitive aspects of House Bill H.R. 6121 
(Memo, Aug., p. 11). 

Industry Growth—The disk and tape drive 
industry expects a 22 percent annual growth rate 
through 1983 sage March, p. 14). 

Keeping politics under control—In the work- 
place (Oct., p. _ 23). 

Term P I g tax rates or 
decreasing social srr benefits are the only 
feasible solutions to the problems plaguing the 
social security system (Memo, Dec., p. 9). 

Mail Room Explosion—With reduced rates for 
presorted mail, companies are now taking a {ard 
oo at mail room productivity (Memo, May, p. 
14). 

Market Emerging—The intelligent copier/print- 
er agape is rapidly growing (Memo, March, 
p. 14). 

Minicomputer Sales Up—A 33 percent annual 
growth rate through 1983 is forecasted for the 
minicomputer industry (Memo, May, p. 13). 

Overseas Office Needs—Report shows Euro- 
pean business to flourish by 1989 (Memo, Nov., 


p. 10). 

Patent Infringement—am International Inc. has 
filed a patent infringement suit against Eastman 
Kodak Co. (Memo, Dec., p. 9). 

Reform Overkill—The Computer and Business 
Equipment Manufacturers Association is worried 
that a proposed reform bill would in effect 
penalize companies not involved in fraudulent 
activities (Memo, Dec., p. 9). 

VSBC Market Grows—The worldwide market 
for vsBc shows a compound annual growth rate of 
42 percent through 1984 (Memo, June, p. 13). 

World’s B Office Show—Information 
technology is clearly a global business power; by 
Walter A. Kleinschrod, editor (July, p. 34). 0 
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